






How to create a casual post in your establishment





The Head Teacher/Manager identifies the need for a casual post to be created (a casual worker is someone who works on an ad-hoc basis and does not have regular hours)











The Head Teacher/Manager completes a


�HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/CHttpHandler.ashx?id=29544&p=0"�Position Creation/Amendment Form (PAF)� and puts together a list of duties the casual worker will be undertaking (unless the casual worker will be working to the job description of a permanent employee) 











The JE Team will email confirmation to the Head Teacher/ Manager when the casual position has been created on Oracle








The JE team will verify the grade of the job and process changes on Oracle








The Head Teacher/Manager emails the PAF along with a list of duties or the job description of a permanent equivalent post to the JE team at � HYPERLINK "mailto:job.evaluation@nottinghamcity.gov.uk" �job.evaluation@nottinghamcity.gov.uk�











